Web Work User’s Manual

Equipment Module

The Equipment Module is used to store information about your organization’s assets. The historical data of
the equipment provides an ongoing mechanism for monitoring equipment costs. This Chapter describes how
to use the Web Work, Equipment module.
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1.1 Overview of the EQuipment Module

The Equipment module is used to store information about a company’s assets. All pertinent information
relating to a piece of equipment can be stored within this module. For example: Location, Operator,
Model, Serial Number, Purchase Date and Price, Warranty Information and Meter Readings.

Click on the EQUIPMENT button w on the left hand side of the screen to access the

Equipment module.

When you enter the Equipment module you will be in Query mode as shown in the screen below:
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£ 5 Click on the NEW button
Muda: guery to add an equipment
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The OPERATIONS @ ©FEraTioMs RESOURCES @ RESOUREES TOOLS @ T=22Ls gnd HELP
2@ HELP drop down menus contain the various features available in the Equipment module.

Web Work includes “help files” for all field names. To access these help files, click on the field
name. A popup window will open displaying help for the field selected.
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2.1 Creating New Equipment Records

Create Equipment records for all equipment. When a work order is created, the equipment is added to the
work order to provide the employee or contractor of the equipment particulars. When entering Equipment
records, set them up in a hierarchal manner.

2.1.1. What are Parent/Child Equipment Records

When entering equipment records, always enter parent equipment records first (the main piece of
equipment) and then enter the child equipment records (a part of the main equipment). By doing so you can
attach the child equipment to the already existing parent equipment record.

For example:

A vehicle may be set up as the parent equipment record. Then the motor can be set up as the child
equipment, linked to the parent equipment (the vehicle.)

When entering a child equipment
record, click on the QUERY
Parent “m <€4— button on the right hand side of
the Parent field to locate the
Parent Equipment record.

When parent equipment is added to an equipment record, the Parent Description, Contact and Contact
Description and DR Account fields will automatically be filled in with the information that was entered on the
Parent equipment record.

2.1.2. Creating Equipment Records

To create a new Equipment Record:

* Click on the EQUIPMENT button w on the left hand side of the screen to

access the Equipment module.

« Click on the @ 2FEraTIoME menu at the top of the Equipment Screen to display the drop
down menu.

» Select “New Equipment or Equipment Auto Number “ from the menu. The mode you are in
is displayed at the bottom of the screen. (ie: query mode, new mode)

» Enter information into the fields displayed on the screen.

Note: Equipment ID and Description are the only required fields all others are optional
fields.

» Click on the SAVE button | at the bottom right hand side of the screen to save

the Equipment Record.

Equipment
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E@ The F12 key is a hot key and can be used to SAVE a record instead of clicking on the SAVE
button.

3.1  Duplicating Equipment Records

Instead of having to retype similar information for similar pieces of equipment you can create a duplicate
equipment record and then edit the information for the new piece of equipment.

To Duplicate an Equipment Record:

* The equipment record you wish to duplicate must be displayed on the screen. You can
duplicate the equipment record after you have created and saved the original equipment
record or if the equipment record has already been saved, do a query to locate and open the
applicable equipment record (see Equipment Queries ).

. Click on the @ 2 =raTioME meny and select Duplicate Equipment from
the drop down menu.
OPERATIONS
Meswy Equipment {Auto Mumber)
Mewy Equipment

Equipment Guery

plicate Equipment ...
Delete Equipiment 'h
Print Zelected Equipment
Search Specifications

. The following screen will open:

A Duplicate Equipment Record - ...

Duplicate Equipment

Erter = new equipment id to create a duplicate

of thi= piece of equipment

Original EQ 1D 36

MNew EQ ID: |

Hext Auto Humber:

ii._.‘r__q_r;- LICAT - l.-__ﬂ__.-ﬂ}!_\l_lz = |_

Enter a new Equipment ID and
then click on the DUPLICATE
button to duplicate the equipment
record using the new equipment
id.

Equipment
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. Enter a New Equipment ID or click on the checkbox beside Next Auto-Number to have the
Web Work system assign the next available auto-number to the equipment record.

[Du PLICATE

. Click on the DUPLICATE button
. The new record will open in Edit mode.

. Edit the duplicate equipment record as required and then click on the SAVE button

|to save the new equipment record.

3.1.1. Duplicating Equipment Records — Example 1

Instead of having to retype similar equipment records, you can create a duplicate equipment record and then
edit the information as required for the new equipment records.

For example if you have 12 vehicles that are all similar, instead of having to create 12 equipment records,
you can create one record and duplicate it 11 times.

When you duplicate a record, all that you have to change is the equipment code. You can use auto-

numbering to do this or select your own codes for the duplicate records. Duplicate records can be edited as
required.

4.1 Equipment Specifications

Additional information about a piece of equipment can be added using the Equipment Specifications
feature. You can later do searches on equipment specifications to find equipment records with similar
attributes.

4.1.1. Adding Equipment Specifications

To add specifications to an equipment record:

* Click on the EQUIPMENT button m on the left hand side of the screen to

access the Equipment module.
* Open an Equipment Record.

« Click onthe @ RES©urREES meny at the top of the screen and select Specifications from the
drop down menu.
RESOURCES
' Details
hadity Equipment ...

|Part= List
Meter Reading
JModification History
P List

Equipment
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e The Equipment record will open in Spec mode as shown in the example below.

BN twar kv vl Wtk Dby e Us [e Wab - Wermmof] inleme] Explamr '_ -ﬂ' ri
Pt B Vs Fewebel  Book  Help ot Bl -
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Click on the NEW
/ button to add
Mode; spes 01 ol 1) specifications to this

[ iriew | Cance | equipment record.

* Click on the NEW Button at the bottom of the screen to open the Add Equipment
Details screen as shown below:

‘2 Add Equipment Details - Microsoft Internet Expl... |Z E”E|

Add Equipment Details

Eqjuiprment: TRADOO
Aftribite: (2
alue:
(235)
mleasure Lnit: | (20
Reading; [F]

l EANCEL |

e The Equipment ID field will automatically be filled in.

Equipment
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« Enter the name of the attribute. IE: color, size, speed etc.
« Enter the Value associated with the attribute. IE: number of pounds, speed, name of color etc.
» Enter the Measure unit. IE: Tons, kgs

e Click in the Reading checkbox if readings are collected for this piece of equipment.

e Click on the SAVE button | ¢ ! to save this Specification and return to the
specifications screen for this piece of Equipment.

4.1.2. Editing Equipment Details

To edit equipment details:

* Click on the EQUIPMENT button m on the left hand side of the screen to

access the Equipment module.

+ Open an Equipment Record. RESOURCES

§ Chi i

« Click onthe @ RESOUREES menu at the top of the screen “";ﬁiﬁﬂ&.—

and select Specifications from the drop down menu. |Purls Lisk "

Mefar Fendirg
Mo ication Fistory
Fid Lizi

. The Equipment record will open in Spec mode.

» Click on any of the Attributes or Values in the Specifications table to open the Edit Specifications
window as shown below:

<3 Edit Equipment Details - Microsoft Internet Expl... |Z E|f5__(|

Edit Equipment Details

Eqjuipment: 001 50
Attribute: Made! (2
Value: HP 400-32
Edit the attribute, value or
(233) measure unit fields.
Meazure Unit: | | (207

Click on the Reading

Reading: ] button if readings are to
be recorded for this

equipment record.

Click on the SAVE button
to save the changes.

Equipment
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» Edit the Attribute, Value or Measure Unit fields.

e Click on the Readings button if readings are to be recorded for this equipment record.

=" |
» Click on the SAVE button _SAVE to save the updated Equipment Details and return to
the specifications screen for this piece of Equipment.

4.1.3. Searching Specifications

The search specifications feature in Web Work permits you to query the Web Work database to locate
equipment with similar specifications.

To locate equipment containing specific specifications:

* Click on the EQUIPMENT button m on the left hand side of the screen to

access the Equipment module.

X DFERATIOMNS
* Open an Equipment Record. Hvy Ecpipenent [A180 Mumber )
ey bpapmend
. Bopuipamerl Qusry
« Click onthe @ 2FEraTiorME meny at the top of the screen

and select Search Specifications from the drop down menu. Cuspic st Equpmend
Dbt Eqpigpsrmisni
. . Prinl Seiscied Equipment
»  The following screen will open: Cpmr 0 pR Gl RS

‘2 Search Specification - Microsof... [:”E|E|

Search the Specification for:

Aftrioute: | Al

Contains | |
Text:

[ Search ] [ Cancel ]

Click on the down arrow
beside attribute to select an
attribute to search on.

* Click on the arrow TI beside the Attribute field to select an attribute to search on.
» Enter the selection criteria into the Contains Text field.

e Click on the SEARCH button. A table showing all equipment records containing the selected
specification will be displayed.

Equipment
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» Click on the check box beside the records you wish to retrieve or on SELECT ALL to retrieve all
the records containing the specified criteria.

5.1 Using Equipment Parts Lists
The Equipment Parts List function permits you to list parts associated with a piece of equipment. This is

Especially useful to trades who will require this information when replacing part of a piece of equipment.
Rather than having to research the correct part attributes, the information is readily available to them.

5.1.1. Adding parts to an Equipment Record

To add parts to a piece of equipment:

e Click on the EQUIPMENT button w on the left hand side of the screen to

access the Equipment module.

* Open an Equipment Record. RESOURCES

Detailz

« Click onthe @ BRESOuUREES menu at the top of the Moclify Ecuipment ..
screen and select Parts List from the drop down menu. Specification

Meter Reading
Modification History
Phd List

* A screen similar to the one shown below will open.

W W lvanrl: Wark Ordes Sygiem On The Web - Wicmandi leis reet Faplecer

Fld  Bdr  vaw  Seaeres  Tosk  Hap - i
- uu
EQUIFMENT MOSLULE
B Oremarimus D M 0 Tmeae 3 HELE
B coaren  [EED s 1000
Feamd —
-
[N TV Dl Hoee T JL" A Sy
T T N, T T
r Click on the NEW
Whaclec parie [0 of 1] <« | button to open the
m m Add Parts window.
W [t

» The Equipment ID, Parent ID and Location fields applicable to this piece of equipment
will fill in automatically.

Equipment
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» Listed below the Equipment, Parent and Location fields is a table, which lists components,
associated with this piece of equipment, a description of the component and whether or not the
part is in Inventory.

» Click on the NEW button ¥ 4 to open the Add Parts window as shown below:

El &dd Part - Microsndt Internet Explarer

Add Part

Eepipment TRA000
R @ | =

[emcnplion

(50

dnbory |_

» Enter an item #, description and quantity into the applicable fields. If this item is in Inventory the
inventory checkbox will be ticked automatically.

e Click on the SAVE button ¥ !l to save the parts and return to the equipment record in

Parts mode.

5.1.2. Editing Parts Lists

To edit parts associated with a piece of equipment:

* Click on the EQUIPMENT button m on the left hand side of the screen to

access the Equipment module.

e Open an Equipment Record. RESOURLCES
| Detmils
« Click onthe @ RESOUREES meny at the top of the screen r;;:';,.f:."n';m
and select Parts List from the drop down menu. |
Mefer Readirg
. . . i ficabicn Histors
* The equipment record will open in Parts mode. SRR

Equipment
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Click on the Item Number or Description in the Parts table to open the Edit Part screen as shown
below:

A Edit Part - Microsoft Internet Explorer |'._ E'E'
Edit Part
Equipment: TR1000
tem #: 388017 |

Description: Locknut for Turba 145-1174

(500

Quiartity E
Inventary:

The Equipment, Item Number and Inventory fields are read-only fields. Edit the description and
guantity fields as required.

Click on the SAVE button £ | to save the changes and return to the equipment

record in Parts mode.

5.1.3. Deleting Parts

To delete parts associated with a piece of equipment:

Click on the EQUIPMENT button m on the left hand side of the screen to

access the Equipment module.

Open an Equipment Record. RESOURLCES

| Dtz
Click on the @ RESSUREES menu at the top of the screen r;;:';,.f:.";;m
and select Parts List from the drop down menu. |

Mefer Readirg
. . . Modification Hislory
The equipment record will open in Parts mode. SRR

Click on the Item Number or Description in the Parts table to open the Edit Part screen.

Click on the DELETE button B=A==888 ; delete the parts and return to the equipment
record in parts mode.

Equipment
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E@ When you are in Parts mode and want to return to the main screen of the equipment record — click
on the RESOURCES menu and select Details from the drop down menu.

6.1 Meter Readings

Use the meter readings function to keep track of meter readings for a piece of equipment.

To add a meter reading:

Click on the EQUIPMENT button on the left hand side of the screen to

access the Equipment module.

Open an Equipment Record.

Click on the @ RESOUREES meny at the top of the screen and select Meter Reading from the

drop down menu.

The following screen will open:

Y Fraxise Tecds Fels

i e, com

3 Wi brea i ok Ov des Swwiom On Tha Wab - Micresolt mbarmst Explare

Detailz

RESOURCES

Modify Equipment ...
Specification
Partz List

Modification History !-. ,

A O e W

W MEEDUEROEE

Mode: moier (1 ol 1]

P List
=]

B- B

w |,'p:.

EguirHMENT MoDUWLE
B Tk o L
J 100
P
i Irdsmat

Click on the NEW button to
add a new meter reading.

Click on the CANCEL button to
cancel this operation and
return to the main screen of
the equipment record.
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— ,
Click on the NEW button £ 3 at the bottom of the screen to open the New Equipment
Meter Reading window as shown below:

Hew Equipment Meter Reading

Exjuiprment: TR1000
Meter Dete: 311572002 |
Meter Reading: | |

BEANCEL]

The Equipment ID and Meter Date will fill in automatically.

Note: to change the default date just delete it and enter the applicable date into the Meter Date
field.

Enter the Meter Reading.

Click on the SAVE button & | to save the meter reading and return to the Meter
Reading main screen. The meter reading you just entered will appear in the table on this
screen.

— ,
Click on the NEW button £ 8 to add additional meter readings.

To exit the meter readini screen and return to the main screen of the equipment record, click on

the CANCEL button
from the drop down menu.

or click on the @ BESSuURCSES menu and select Details

E@ Meter readings can be added for a date earlier than the current date, but not later than the current
date. Note when entering meter readings the reading must fall into sequence or a message box
such as the one shown below will open stating the reading does not fit into the previous readings.

2 Tero - Microsoft Internet Expl... |:||E|rz|

Meter reading does not fit into previous
readings.

Equipment
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7.1 Modifying Equipment Records

7.1.1. To Modify an Equipment Record

The modify equipment feature can be used to change the location of a piece of equipment, the operator
of a piece of equipment or the status of a piece of equipment.

To modify the equipment:

e Click on the EQUIPMENT button w on the left hand side of the screen to

access the Equipment module.

* Open an Equipment Record.

« Click onthe @ RESOUREES meny at the top of the screen |RESOURCES

. . Detail=
and select Modify Equipment from the drop down menu. ey e ——

Specification

Parts List

Meter Reading
Modification History
*  The following screen will open: P List

A Equipment Modifications - Microsoft Internet Bplorer

Equipment Modifications

Click on the

Equipment TR Tk 133 CALENDAR button to

ey D ab T H 52002 « open a calendar gnd

iy ; - select an alternative

date.

Cument Location  00Za Fublic digbs vand Click on the QUERY

e Lecealion D0Za q Puinlic Vi ks v button to see a list of
codes in the Web Work
database.

Cumanl EQ Stalis DPERATIHG

Hewmr B3 Statue CPERATNG ﬂ

Curmant Oparaler  ATABWS
Hem O raria RTABS ﬂ

Equipment
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» Enter a new Modification date if applicable or click on the CALENDAR button : and select the date
from the calendar.

» Enter the new Location into the New Location field or click on the QUERY button @' to select the

» location from the Web Work database. The location description will fill in automatically.

« Enter a new EQ Status if applicable into the New EQ Status field or click on the QUERY button 'ﬂ to
select one from the Web Work database.

» Enter a new Operator into the New Operator field or click on the QUERY button 'ﬂ to select the
operator from the Web Work database.

» Click on the SAVE button. The Equipment record will be updated with the new
information.

If the equipment has any child equipment associated with it a message box like the one shown
DF below will be displayed. Click on the OK button to update the child equipment, click on the CANCEL
button if only the current equipment’s location is to be changed.

Microsoft Internet Explorer, P§|

[ P Location has changed. Do wou want ko update the location of all child equipment as well?
\-:r) Click Cancel if only the current equipment's location is ko be changed.

I l [ Cancel

7.1.2. Equipment — Modification History

The Equipment Modification History feature is used to view the modification history for an equipment record.

To view Modification History:

* Click on the EQUIPMENT button m on the left hand side of the screen to

access the Equipment module.
* Open an Equipment Record.

« Click onthe @ RESOuUREES menu at the top of the screen and select Modification History
from the drop down menu.

RESOURCES
Detail=

Madity Equipment ...
Specification

Part=s List

Meter Reading
Modification History

Equipment
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e A screen similar to the one shown below will open:

=
W Wotwoorts, Wik, Dy it {y Thee Sk - Mbcominl] oy mal Enphose il 17
b

i Dl S Featm Dok e

[ B o - t
EFuUiFMEST MoSULE
B S A T G o mEE O T B MR
Famresd [WIT fret 1@

R TR TG A TR FaSF: Lo T ey

Wode; charige Ry |1 ol 1)

The equipment modification feature shows all modifications, which have been done, to the Status, Operator
or Location of an equipment record.

8.1 Deleting Equipment Records

Caution should always be used when deleting any records from the Web Work database. However,
there may be times when this is necessary. An example would be when a n equipment record was
entered in error. Since you cannot edit an equipment code, you would have to delete the record and
begin again.

To delete an Equipment record:

* Click on the EQUIPMENT button w on the left hand side of the screen to

access the Equipment module.

« Click on the @ 2 =EraTiorMeE menu at the top of the Equipment Screen to display the drop
down menu.

OPERATIONS

Mery Equipment (Auto Mumber)
Mewy Equipment

Equipment Guery

Duplicate Equipment ...

Print Selected Equipment !-. ,

Zearch Specificationsz

e Select Delete Equipment from the drop down menu.

Equipment
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A message box such as the one shown below will open:

Microsoft Internet Explorer,

[ P Are wou sure you wank to delete this equipment and all PMs associated with it? IF
\{rJ deleted, all child equipment will nak reference this equipment as parent.,

O l [ Cancel

By deleting an equipment record, all PMs associated with the equipment record will be deleted
and all child equipment will be deleted.

Click on the OK button to delete the record or the CANCEL button to cancel the operation.

@ It is not advisable to delete equipment records that have been assigned to a work order. When you
delete equipment records you delete all PMs associated with the equipment record and all child
equipment will not reference the deleted equipment record as its parent.

9.1 Performing Equipment Record Queries

Find the equipment records you need quickly and easily using Web Work’s Query by Example
feature. For more information on Query by Example see the System Overview chapter of this

manual.

9.1.1. To perform an Equipment Query

Click on the EQUIPMENT button m on the left hand side of the screen to

access the Equipment module.
Open an Equipment Record.

Click on the @ 2 FEmaTioME menu at the top of the screen and select Equipment Query from
the drop down menu.

OPERATIONS
Mersy Eqquipiment (ALUED Mumber)
Mewy Equipment

GuUipment Guery

Duplicate Equipment ...
Delete Equipment

Print Selected Equipment
Zearch Specifications

Equipment
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e The Equipment screen will open in Query mode as shown below:

B v ebssnrkc Work (rdar Syetom din Ths Wb - Microaod] Infemes Laplares r: E ..I?
Bl A Fywddsr Took  EHelp " ] u- |,"!"

Bty b o e T |

EQuUiFMENT MoowLE -

- 1-L I ERaS-T N BrEouENCES N TaoLs N HELF
B Ecpipman | | Equiparant | =
] ]
o I " I ) o I =

Ecpiprmani

TaT
| bbsiar Eaineg I— rd . Lacemn =
Peyzibemn

Pl Fricaty L [ I Gariad herskasy |

e Tt Puhas B | 9% B 4

el Te Puchass Dein | :

(=3

Earam | B e = swten =

SebTypal | | e L Y - =

~eTEE I “ M TR I q- oA [ :I

w
+ F
L. [ LR
NG P
&l Poaty W et |

» Enter selection criteria into any of the fields. (see Example 1 below)

«  Click on the LOOKUP button E==t=lal 1o display a list of records matching the criteria you

specified.

* To open any of these Equipment records click the selection box on the right hand side of the
aEEIicable Eauiﬁment record (s) in the table, and then click on the RETRIEVE button
at the bottom of the screen. The Equipment record will appear on the screen. If
you selected multiple Equipment records, when you retrieve them an arrow will appear on the

bottom left hand side of the screen. Click on this arrow to move from one equipment record to
the next.

E@ Comparison operators such as: <, >, null, not null and % - wild card can be used to further define
a query. See System Overview — Query By Example for more information.

Equipment
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9.1.2. Equipment Queries - Example 1

In this example we are going to do a query to find records for equipment located in Harry Mills School.

» Enter the Equipment module w by selecting it from the menu on the left hand

side of the Web Work screen.

« Click on the @ 2 FeraTio M= menu while in the Equipment
menu.

e Select Equipment Query from the drop down menu.

* Enter the code for Harry Mills School into the location field or

click on the QUERY button @ to find the code in the Web
Work database.

2 e b W i Dy Sytomn Dwi Thie Wieb - Wicooai lndernmat Dsglonar
Fe B Yew Fiswisr Tooe  Hep

s | pabrars i

L ET O L

module to display the drop down

OPERATIONS
Mewy Equipment (Auto Mumbet)
Menny Equipmerit

guipmert G

Duplicate Equipment ...
Delete Equipment

Prirt Selected Equipmert
Zearch Specifications

-

Lacation [orim e
| ey Feading

oty | B el
Deram Tirma I Purchans Prica I = Ty
el Te | e Dale | =l

[e=

S T !li FanTyped | '.. Sl T ey

i ﬂ Varinchum | Veimmmnty Dals I

Dorsmariman D mEsOLUS0ES D Tomae D HELe
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Click on the QUERY
button to find the
location code in the
Web Work database.

-1 Note: The mode you
are in is Query
m mode.

¥ Click on the

Hode; querny | LOOKUP button to
m m find the records that

match the criteria
@ lmsves vou have chosen.

+  Click on the LOOK UP button BE===LSEEE ot the bottom of the screen.

E@ If you know you want to retrieve ALL the equipment records associated with this location, instead of
clicking on the LOOKUP button, you can just press the enter key on your keyboard. All equipment

records for Harry Mills will be opened.
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When you click on the lookup button a screen similar to the one shown below will open:
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Click on any of the column
headers to sort the column in
ascending or descending order.

Click on the checkboxes beside
[ any of the records you wish to
retrieve.

l—Click on the RETRIEVE button to

Mrdr: cparny (Rneea d re i e retrieve the records you have
ey || chosen.

10.1

To sort the columns in ascending or descending order, click on the column header.

Click the checkbox beside any of the records you want to open or click on Select All to open all
the records.

Click on the RETRIEVE button R at the bottom of the screen to open the records
you have selected.

If you selected multiple records, arrows will appear on the bottom left hand side of the screen.

Use these arrows to move from one record to the next. Mext

Equipment — PM List

The PM List feature is used to view the PMs associated with a piece of equipement.

To view PMs associated with an equipment record:

» Click on the EQUIPMENT button w on the left hand side of the screen to

access the Equipment module.

Open an Equipment Record.
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« Click onthe @ RESOuUREES menu at the top of the screen and select PM List from the drop
down menu.

RESOURCES
Detail=

Modify Equipment ...
Specification

Partz List

Meter Reading
Modification Histary

The following screen will open:
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The table shows the Preventive Maintenance Work Orders for this equipment record.

» If you wish to view or change a PM, click on a PM # or Description. This will open the Preventive
Maintenance module of the Web Work System with the PM you choose open in edit mode.

e To exit this screen and return to the Equipment record, click on the CANCEL button
or click on the @ RES©uUREES menu and select Equipment from the drop down menu.

If you want to add a PM to the list displayed you must go to the PM module to create the PM
record for the applicable piece of equipment.
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11.1 Printing Equipment Records

There are two ways to print equipment records. You can print an individual equipment record or multiple
equipment records that you have selected and retrieved.

11.1.1. To print only the equipment record that is open on the screen:

hll LL G - ]

» Click on the PRINT button #= at the bottom right [ p
hand side of the screen. sk Crtsls
Exl vl Pl Frodd P
e The selected record will open in a new browser window. v
Paga Sabup....

«  Click on File and select Print from the drop down menu to e T

proceed with printing. ::;_'-w n

Irnpenl vl Expael

- - - . hm‘lﬁ
11.1.2. Printing Multiple Equipment Records wrkh. DTl

far =

To print a batch of equipment records:

» Perform an equipment query to open the desired equipment records. See Equipment
Queries for more information on performing equipment queries.

« Click onthe @ ©=EraTiormes menu and choose Print Selected Equipment from the drop
down menu.

OPERATIONS
Mewy Location
Location Guery

Duplicate Location ...
Delete Location

rirt Selected Location
Search Specifications

» The selected records will open in a new browser window. Click on File and select Print from
the drop down menu to proceed with printing.

Equipment
23-25



Web Work User’s Manual

12.1 Equipment — Reports

To access Equipment reports click on the @ T2=2%% menu
and select Reports from the drop down menu.

A screen similar to the one shown below will open:

B Bepart Select Window - Microsoft infernet Explarer L |lﬂ .i
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Click on any of the Reports listed under Standard or Custom, to open them.

Only reports applicable to the Equipment module will be displayed. To view all reports, click on the

E REPORTS module button on the left hand side of the Web Work screen. For
more information about reports, see the Reports section of this manual.

12.1.1. Creating Equipment Reports

Reports cannot be created in the Equipment module. To create equipment reports click on the REPORTS

module button to access the report writer and create the report.
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12.1.2. Printing Equipment Reports

Equipment reports can be printed from the Equipment module or from the Reports module.
To print a report in the Equipment module:
e Open the Equipment module.

«  Click on the %@ T==L® menu and select reports from the drop down menu.

» Select the report you wish to print by clicking on its title.
The report will open in Preview mode.

* Click on File and select Print from the drop down menu to print the report.

13.1 Links

When you are in the Equipment module and select Links from the @ T=2&L® menu, the Web Work
Create/Edit Links window will open as shown below. You can view existing links or create new links
using this feature.

W i inkz sxp - Micmesfl inlerme Explarnr

Cresm EditVies Links  Links upes in a nirar winduse

o Drwrgme oo Camngaroaw
Ll 321 N bl

hntgrenos b reprarsg. Argran

Amarice

dnihein i ol By § Haall
A1 e TS £

You can only view links, which have been setup to be accessible from this module or from all
[@ modules. Links set up in other modules with the accessibility set as only within that module will
not be shown.

For information on creating New links see the Links section of this manual.
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